
Employment Security Agency 

r. s 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

tr %- 

Administrative Services Division 

pleting this form. After Division PirectodDesignee has signed the form, forward original to Administrgtive Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records danagement Officer 

Georgia Department of Labor ' 

Unemployment Insurance Division 
Investigation Section 501 Pulliam St, SW 

- 
2. Person to Contact Working Title Telephone Number 

Bat Fridell Chief 656-3058 

a. 0 
b. D 

Establish Retention Schedulerrecord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

-._~. c. -@ Arnendl icaponNo. 73-44- ~~ - Checkone: OChan e; Supercede; n Void ~~ ~ 

1. Dates of Series 5. Records Series Title (followed by title used in office; if diffemnt) 
Latest 

t -  Overpayment and/or,Prosecution. .. Claims . .~ Files , . ~  7 -.A 

. , .  What'is -. -0- .~ ,... ~- .. . .I . .. . 
L.,. . .  

, ...,7 Earliest 

1973 - - -. .- .. 
3. Division and Office Function 

Jnder the mployment Security Law of Georgia,' the Unemployment Insur&ce 'Division requires 
nll legal entities employing workers in Georgia to report wages and pay'taxes to a trust 
Eund on those wages, the Division subsequently pays wages to covered employees when they 
w e  out of work through no fault of, their, own. 

m e  Investigation Swction is responsible for establishing overpayments on ariy benefits, paid I 
m d  in determining the recovery of any overpayment by all reasonable efforts on benefits 
paid.through.~error, gdministrative redetermination, or by fraud. 

- 
.~ .- ... . .~ . _ . - -  . . .  . ~ , r  . ,  

. .  . .  _ .  ,- . .  - 

. . , .~ ' .. , .. .: , ~ - . .  . .. ~ ~~ _._ 

-- 
-~p 7. Record -p---h.---This Series Description file &-following documents (inch& form numbers and titles, if any): 

Attach samples of the file. 
investigation of claim files for overpayment Documents relating to: 

Includedare: Included are ESA forms 157 [Claims memorandum) , two now obsolete forms 261 and 265 
299 (form letter) , 420 (benefit check), 421 (claimant's jcebuttal form), 443 (Determination 
under Section 16f, GA Employment Security Law), 471 (notice of overpayment), 474 privacy 
act notice, and 1900-19OOC (certification sheets. 

File isarranWd: by the last four digits of the recipients' social security number 

10 
TMonthIy Reference Rate How often are records referred to which are: 

One to six months old 106 ; Seven to twelve months old loo ; Thirteen to twenty-four months old 
twenty-five months and older 10 ? 

- ~ 

). Annual Rate of A c c u w  
Letter-slze drawers-@yr; Legal-size drawers -; Shelves- ; Other (specify) 

_I__ - 
iOver) i 



~ . -___ *: - ‘ES N g  10. Questionnaire (Place an “Y’in~thepmper column) ------- -- 
a. Is this the official copy of the series? 

If not, where is it? 

< -*3’ 

)r -- - . -... ._ -LI . ~~ 

b. Does the series containcnfidential information requiring security haidling? I f  yes, cite law or regulation- J I  I 9 

J 
. .  ~.~ . . . . .  . ~. 

I 

your office, or In another office or agenty? -- I ,, I If.yes, where? 

c. I s  this a vital record? 
d. Does thisseries have historical or long term research v a G ? -  
e. When one or two documents in the f i le  make it necessary to keep the entire file for a long period, muld these documents 

-- 
i ’  

be scheduled seDaratelv? . ~ ~~~ 

i . I . . L  .. . .-.-.---. -___ .I ---I--... _I-. /A- f.Js the information . . . -- -. contained . . . - - . .- - - in this .. series .. ever . published? ~ fi&, attach __. copy: . . 
I Q. Ii-the information contained in this series ever analyzed and/or recorded in a summarized report? 

*t years. a. State Law - 
b. Statute of limitation I years. 

c. Federal Law years. 

Attach copy or exCert of laws or regulations. - Sxpli 

d. Audit period yean. 

e. Administrative need years. 

f. Federal retention instructions . years. 

administrative need. - 
per the Employment Security MWualf Section 7563, fraudulent overpayments may be collect 
under the Statute of Limitations up to 5 years; one additional year is needed if any 
cases are currently under court proscecbtion. - 

OCalendar Year; 

~ 1 2  . ~ ~. month(s) 

0 Fiscal Year; d o t h e r  At the closure of ~u then. 
. . -  . .  . .. ~. . .  . , . -%ene it year ~ - . ~~~ 

. .  . . .  . .  . .  .. & Hdn-iii thicuirent files area - yeads); then 

0 Transfer to local holding area; hold yeark); then . .  . 
Transfer to State Records Center; hold 4 ~ ~~~ year(s). retain ‘until the .satisfactory‘ iompietion 
Destroy. : .of all “claims, litigation, .~ or audits. 

0 Transfer to State Archives for permanent retention. 
Other (Specify) 

. .. . . 

These instructions apply to al l  prior and future accumulations of the series. 

Recommendations in paragraph 
12 are approved. (If disapproved, 
attach letter of explanation.) 

- 



PAGE O??ICI O? O l C R l T A R l  O? STAT1 STATE 
OF 

GEORGIA 
\ 1  

A p p l i c a t i o n  for D I ? A l T U l l T  O? AlCIIVIS b I I E T O R T  

RECORDS D I S P O S I T I O N  STANDARD nlcoiDi  nAm.cinim D I v t n i o ~  

J .  

G a .  Dept. of Labor Labor Bldg. A t l a n t a ,  .Ga. 
Employment S e c u r i t y  Agency 

I n v e s t i g a t i o n  Sec t ion  

P a t r i c k  A. F r i d e l l  
Unemployment Insu rance  Div. --- 

STABLISH DISPOSITION S T A N D A R D ;  DISPOSE OF PRESENT A C C U M U L A T I O N ;  
E C O R D  W I L L  CONTINUE TO ACCUMULATE. N O  FURTHER ACCUMULATION ANTICIPATED. 

T E a r l i e s t  & Latest 19. Exack S e r i e s  T i t l e  
Dates o f  S e r i e s  

1966 - t o  P r e s e n t  I Overpayment and/or  P rosecu t ion  C l a i m s  F i l e  -- _--_- 
'*What i s  t h e ,  fbnct ion of t h e  o f f i c e  i n  which t h i s  r e c o r d  series i s  c r e a t e d ?  The f u n c t i o n  of t h e  

Unemployment Insurance  Div. is  t o  implement t h e  Ga. Employment S e c u r i t y  Law which r e q u i r e s  t h a t  
l e g a l  e n t i t i e s  employing workers i n  G a .  r e p o r t  and pay taxes on t h e  wages of such  employees; 
and t o  subsequent ly  pay b e n e f i t s  t o  such  covered workers  when they  are Unemployed through no 
f a u l t '  o f ,  t h e i r  own when they  comply w i t h  certain o t h e r  requirements .  

The 1 n v e s t i g a t i o n . S e c t i o n  is r e spons ib l e  for' e s t a b l i s h i n g  overpayments on and making a l l  
reasonable  effor ts  t o  recover  'any such benef i t s .  pa id  through e r r o r  
a t i o n  o r  occasioned by f raud .  

* - - ,  
a d m i n i s t r a t i v e  r ede te rn in -  

~. . , _  ... 
. .  

. .  
. .  

a , < ; -  . . . .  , '  > I.. .. . 
, I  

. _. ,-. . , . ! ,  
_ -  . - ' ,. . .  . . 

1 .. . 

-~ - 
1. ~ c c o n t a i n s e n t s  ( inc lude  form numbers and t i t l e s ,  if my, 

and f i l e  arrangement) .  Documents r e l a t i n g  t o  active overpayment and/or  p rosecu t ion  f i l es  where 
a d d i t i o n a l  ev idence  is  be ing  sought .  

Included are ESA 433 (Determinat ion under Sec t ion  16 ( f )  Fruad) ,  ESA Form 464 (Notice of 
Overpayment of Unemployment Insurance) ,  ESA Form 466 (Receipt of Payment on Overpayment Account 
D r a f t  Accusat ions,  F i e l d  Deputy S p e c i a l  Repor ts ,  Correspondence and o t h e r  documentary evidence.  

This f i l e  i s  a r r anges  a l p h a b e t i c a l l y  by c l a iman t ' s  last  name. 

. .  . .  9 ..i i ~ ~. ,. . . .  
.r' 



PAGE 2 
~ 1 

b - I_- 

QUE~TIONNAIR-.. rolu.n. 1; 1. . w S . -  rrpl.ln YES ~-* . 
13. Is t h i s  t h e  Record Co y of t h e  series? ,i P I  .. [ 1 

' . > '  [ 1 [ X I  
B 

14. Is t h e r e  a dupl ica t ion  of t h i s '  series i n  another o f f i c e  o r  agency? . '  
i .  

I I 
15. Is the  information contained ; in t h i s  series ever s ; m a r i z e d  or..@&&&? 8 pQ [ I  

17. Does t h e  series i n i t i a t e ,  - . .  amend o r  te rmina te  agency policies &a procedures? . .  

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major po r t ion  of i t) regu la r ly  microfilmed? If yes ,  why? 

20. Does the  r e c o r d ' s e r i e q  provide data as input  t o  an EDP f i le?  

21. Does t h e  record seriegFconfain!documentation produced 'as EDP p r in tou t?  

Attach copy of sumnary o r  publ ica t ion .  S. e C b e / O  Ul ' 

16. Does the  series contain c l a s s i f i e d  h f o h a t i b n  r equ i r ing '  security han'uing? I [ X I .  [ 1 
I .  

, ,  

[ 1 [ X I  

[ 1 [XI 

[ I '  [ X I  

[XI 1 

z [XI " 1 

1 . ~  ' 

22. Has t h e  Federal  Government issued ins t ruc t ions  governing t h e  retent ion/dispo-  

23. W i l i  t he re ' be  a need f o r  t hese  reco?ds lo, 15-yea r s  frotn.'now? I f  yes , 'what?  See 

. [ X I  [ 1 . i . .. 

. .  .. 
i i t i o n  of t hese  fiiss? ic'e ,i ~ e i  3 y' 

, : . . ; ~  

., . -  .; I t e m  ic24 [ 1 -- , .  
I 

r .  . 
> - . .  .. . 

I. . - 
.. . .  .. . . , .; . .  , ~ ,  . . .  .. .. . I '  .. .. . .~ 

24.  R E Q U I k E K N ? $ .  Th'e following regui,res the f i l e s  , t o  be k e p t a t  l e a s t a e a r s , :  F . .. 
. .  . 

' ?  

-- , Par t  V 
a.-[ ]STATE 

Employment Securi ty  Manual, Section 7563. . .. .. 

b.  [ ]STATUTE OF c. [ ]AUDIT , d.  p]FEDERAL 7' e .  FlADMI'NISTRATIVE ' f .  [ 7HISTORICAL 
LAW LIMITATION PE'RIOD L A W  D E C I S I O N  VALUE 

(C i t e  Law, S ta tu t e ,  o r  other  reason f o r  the  r e t en t ion  requirement) 
The s t a t u t e  of l imi t a t ions  f o r  co l l ec t ion  of f raudulent  overpayments is f i v e  (5) years .  
addi t iona l  r e t en t ion  is necessary 
cour t  o f f i c i a l s .  

Howeve 
f o r  follow up of cour t s  ac t ion  and/or a s s i s t ance  t o  l o c a l  

- - - ~ .  -I-- -- _ _ _ _ _  
25. AGENCY RECOMENDATIONS.  T h i s  agency recommends t h a t  the  f i l e  s e r i e s  be cu t  o f f  a t  the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -PIOTHER ,then : See be10w 

[ ] Hold i n  t h e  cur ren t  f , i les a rea  ' ~ :  month(s)/  - e a r ( s )  : 
[ .] Transfer  t o  [ 3 S t a t e  Records Center [ ] Local Hqldini Area; hold year(s):  . I 

[ ] Destroy. .~ . 

[ ] Transfer  t o  S t a t e  Archives f o r  permanent r e t en t ion .  
I .  

, . .. 
[ ] Destroy immediately af'ter cut-off. . . . 

Other:  (Specify)  

*Published as "a case" only.  
Item #23 - Need f o r  these  f i l es  may vary depending on how long the  follow up ac t ion  required 01 

sentence of cour t  
Upon closure of the case place a l l  information on microfilm i n  the micro f i l e  claim f i l e ; '  t h e n  
destroy paper o r ig ina l s .  

( Indica te  brief ly  rationa2e fo r  recornendations abooe/or m i t e  addi t ional  remarks)  : 


